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UFFICE OF RESEARCH AND RGFORTS

LR

MONTHLY REPORTING GUIDE

The following oubline is to be used az z gensral guide in the
preparation of moenthly reperis. Specific snswers to all the questions
mre not necessary, bub consideration uhould.ba piven to all points when
preparing reports. If a matter has been covered in previous correg-
pondence, just refer to thab correspondence.

1. Produntion - Frojects snd Problems:

fs Scheduled PPOdHGtiQE&

{1) Iist 21l scheduled projects undertaken or completsd
during the report pericd. Tnelude projects carried over from
the nrevious period. Indicate for each project the mumber
and gymbol assigned to it (if any), the tentative ﬁltleg and
the probeble completion date. %Scheduled production® is cone
strued to be that which has been initiated in conmsultation with
the Beporits Division and includes 2ll producticn destined for
pudlication {exclusive of the YIS mﬁudlkh) or prepared i .
response to requesbs received {rem cutside 0/ER.

{(2) Froject Planning: Iist subjects for which tentative
production plans are under way bub which have not been fornally
initiated as specific projecte.

ba Other Ressarch Activibties: IList all other activities not
covered in paragraphs la(l), end (£) above, such as work performed
for other O/RR divisicns, CIA components outside O/BR, and outside
sgencies. Include sweh activitiea carried over froa the previous
perlod. Describe cach activity and, where possible, the probsble
completion date. :

¢. Frogress, Developments, or Froblems in Productionsg

(1) Have relationships with producing and coordinating
cemponents of O/RR been satisfactory?

{2) What problems in produchion have vou sncounbverod?
What improvements or sclutions do you recommend?

(3) Are relationships with IAC and other cutside agencies
satisflactory? Are there defliciencies that adversely affect
production? ,
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{4) What recommendations do you have regarding any
phase of production?

2. Coordi‘ﬂatidn and Appraisals

a. Vhabt conbacts have people of your components had with people
of other agencies? On whose initiative? Concerning whal subjects?

be tave other people taken up a disproportionate amount of the
time of your analysts? Examples.

¢, TWhat is your estimate of the competence, scope, and depth
of* the economic research conducted by the agency contacted?

d, Have any studies of interest to your division been produced
during the month by other governmental agencies or private bodles
which you believe to be of major importance? If so, append a brief
paragraph on each giving suwmary of content and your gemeral agppraisal.

e. Are other poverrmenbal intelligence agencies overlooking or
doing improperly jobs you think they should be doing? Arc they dolng
-’ things that you think they ought nct to be doing?

£f. As representatives of CIA, what positions have we taken in
conferences with other agencies?

g. TWhat research jobs do you see that no one is doing and that
scneone should be doing?

3.  Adequacy of Services and Facilities:

a. Collection of Information frem the Field:

(1) - Has reporting during the month been adequate in
quality, scope, and quantity? What were the most devious
deficiencies? Does the reporting satisfy your needs?  Vhat
progress has each collection agency made in fulfilling require-
ments? :

{2) What recommendations do you have to improve reporting?

. . be Procurcment of Documents, ebc.:

Has the procurement of decuments, cables, books, eic., for
resesrch been adequate in the past month? Does the service satisfy
your needs? '
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nrriees rendered by the Heguirements and (onteol
tory? Do you have any couments regarding its
produetion?

e e services requested of the Library, Poreign Indusirial
topistor, B r’“w.mhi“ [;,m,;, ter, or the Graphics Register of (/0D?
tims the service sabisfactory?

e. o you feel that CIA collection facilities (0/0 -00/69
¥D: 07503 O/x D) adenuately meet O/RR needs? If not, what Tecomeenda-
tioas Lor lapcovenent do you have?

STATSPEC

L.  Relationshivs with other O/RR and CIA Offices:

PV 3 e ne s o P

RFH

e dWere working relationships with os‘;hz.,r O/RR and CIA offices
Gefactory from the organizational, functional, and procedural
andpeint?  Are there duplications or deficiencies in assigrad
resoonsibilities that adversely affcet the accomplishment of the O/RR
and CTA Mission?

L. Recomerndations for improvoment.

Y. Swmary of Recommendations:

A folicy matters

B Tunctional or procedural matiers.
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